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FOREWORD

The occupational analysis project was conducted by The Instructional Materials Labeiatory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Department of Education, Division of VocationLI Education pursuant to a grant from the U.S.

Office of Education.

The Occupational Analysis project was proposed and conducted to train vocational educators

in the techniques of making a comprehensive occupational analysis. InAructors were selected

from Agriculture, Business, Distributive, Home Economics, and Trade and Industrial Education

to gain experience in developing anaFysis documents for sixty-one different occupations. Repre-

sentatives from Business, Industry, Medicine, and Education; were invoived with the vocational

instructu.s in coruucting the analysis process.

The project was conducted in three phases. Phase one involved the planning a,-.d devel,;rment

of thi 'Ivied sti.rtegie. The analysis process was based cn sound principles Lt learivilg :...d

beha lot Phase tv.,o was the tientification, selection anti orientation of &I parlieipantq. The

training; anti work shop sessions coAstituted the third phase Two-weefe_wcikshops were 'ield

during %\ift:ch teams of vocahoral instructors cond'icted -.n anif;ysis of 'lle, occupatiors in .o.q-ici..

they in employment experience. The instructors were assisted by bull. occupation,' :orlsult

al is and subject matter specialists.

(lc proji:ct csultcd 1:1 pi 1 seueing ore hundred twc trairt,(' °carrot: iristr uctct.: capable

onduhing anA assisting is a comprehensive; analysis of v. -)t..c. cupationt. O. cupr )1.1(.1 an.

yis-da4a--,-Aere generated 101 sixty one occupdtions. inituded a ,J,11011161

valiot.s tas'ics nerfoimed in each occi.pation. For each Iasi. g ALI' S
i7t .1

tools aria equiprnet; firoceoural knowledge, safety collieots aro of

tics, science and ccrtmunication [seeded for sow wt.' tang i the cc( (mat; hi:

analysis (idle provided a bas:;-, for generating di:.tior tk mats, in-itc ,1'

performance objectives, critrrion measures, as %Nell as d rig spec. it F.ipporting sk'Irs ;nil

know'edije it th., ',ceder subiei t t.rias.



PREFACE

A general approach was used in describing the tasks of a Medical Records Clerk. These tasks would very
depending on whether the clerk was employed in a small or large hospital, health care institution, clin:c, or
laboratory. We attempted to generalize our tasks to fit a wide range of medical facilities.

In very small organizations, the Medical Records Clerk may also transcribe medical recora For this reason,
the tasks of the transcriptionist were included. For larger hospitals, the Medical Records Clerk and the Medical
Records Transcriber would be two separate job areas.
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JOB DESCRIPTION

Files and retrieves records and loose reports of hospital and clinic patients; maintains a signout system
of records and an updated index file of patients; and services patients' index for identifying patient by record

number.

Routinely checks for the existence of any prior medical record of every patient admitted as an inpatient or
as an outpatient. Retrieves any prior record for inclusion with current record. May type index card from source
reference sheet. Updates patients' index file by filing new cards or recording additional data on existing cards

and audits patients' index for any misfiles. Notes on index card when record is pulled and to which medical
unit or physician it is being sent. Files cards according to established filing system.

Files medical records by established numbering system and rechecks filing for proper location on filing shelves.

Answers inquiries from hospital departments regarding existence and whereabouts of medical records on
specified patients. Repairs or replaces worn or torn folders and may issue file folder on new admissions and
dispatches them to patient care areas. Routinely retrieves records of patients scheduled for admission to clinic

or hospital.

Follows established procedures for dispatching medical records to other areas of the hospital.

Receives requests for information from medical records of patients by mail or telephone from such sources as
physicians, patients, lawyers, insurance companies, or health and welf re agencies. Processes requests for delivery

of records for use in answering correspondence. Checks for properly xecuted authorization to release medical

information on designated patients. Follows specified procedures for bstracting or copying specified portions
of medical records. Compares signatures and types standard letters to requesting parties following established

policies and procedures on the release of medical information.

Performs related duties such as answering and routing telephone calls and receiving people requesting information

and services in the department.

Transcribes medical reports on diagnostic woi..kups, therapeutic procedures, and clinical resumes for inclusion
in medical records and for transmission to physicians or other medical care facilities, using transcribing machine

and typewriter.

Operates transcribing machine through the use of dials and pedals to control quality of voice reproduction and
speed of dictation, and uses ear devices to listen. Follows prescribed procedures for the use of %el IOUS forms
with one or more carbon conies in tyring particular reports. Follows specified procedures for dispatching

to



finished reports to designated persons for approval and signature of dictator and for dispatching carbon copies
to designated persons or offices. Responsible for verifying accuracy of the dictator in identifying the patient
by name, hospital number, location in hospital, and any,address which may involve the use of patient name files.
Makes entries on prescribed control forms in regard to-which report was transcribed for a particular patient,
dates dictation was received and transcritiaa, and name of dictator.

Job performance may involve the use of electric or automatic typewriters as well as disc, belt, or tape-driven
dictating and transcribing equipment.

* Taken in part form Job Descriptions and Occupational Analysis for Hospitals and Related Health Services,
Superintendent of Documents, U. S. Government Printing Office, Washington, D. C. 20402



Duty A Processing Chart (discharge patients)

1 Abstract information from record for manual indexes and/or statistics
2 Abstract information frOm record onto data processing source document
3 Analyze chart
4 Assemble record in proper order
5 Attach late miscellaneous reports to chart after initial assembly
6 Complete records by other departments, e. g., route charts, request missing reports
7 Complete records by physician r
8 File chart ik appropriate sequence /of files
9 Route charts through medical reviw committee .

/
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Duty B. Maintaining Indexes

1 Abstract information from patient record onto data processing source document
2 Coding of diseases and operations
3 Maintain average length of stay by clinical service index (manually)
4 Maintain diseases and operations index (manually)
5 Maintain patients' index (manually)
6 Maintain physicians' index (manually)
7 Maintain registers, e.g., birth, death (manually)
8 Prepare daily census report
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Duty C Performing Admission Tasks

I

1 Admit new patient
2 Re-admit patient
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Duty D Performing Receptionist Functions

1 Assist physicians with chart completion
2 Handle telephone calls
3 Promote good office relations
4 Release information to visitors
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Duty E Performing R.-IccIrd Storage and Retrieval

1 File and retrieve charts from appropriate process files

2 Microfilm records
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Duty F Preparing Statistical Reports .

1 Prepare manually statistical reports for administration
2 Prepare statistical reports for area health planning agency
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Duty G Preparing Birth and Death Certificates and Infant Releases

,

1 Obtain additional information from parent or other informant

2 Type certificate
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Duty H Releasing Patient Information

1 Comply with subpoenas
2 Maintain register of requests and released information

3 Provide security for medical records

4 Respond to personal requests

5 Respond to telephone requests

6 Respond to written requests
7 Type insurance diagnoses on forms for the business office
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Duty I Transcribing Medical Reports

1 Maintain a daily production record and log of cictation
2 Maintain equipment in working order
3 Pefform filing, mailing, and charting functions
4 Transcribe medical information from transcribing station
5 Transcribe medical information using automatic typewriters
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